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	MANOR HALL ACADEMY TRUST

	Post Title 
	REF
	Grade 

	Higher Level Teaching Assistant                            (Extra curricular- coordinator e.g. Forest School/Outdoor Ed/Life Skills)
	MHJD048
	Grade 7



Main Purpose of the Role  
-To develop an enriching extra-curricular curriculum which supports the holistic development of pupils.
-The postholder will work with the senior leadership team to develop a curriculum to support groups of or individual pupils. They will then have responsibility for agreed learning activities.
-The postholder will plan and organise sessions for groups of pupils targeted to their needs and interests. 
-The post holder will effectively risk assess/Evolve activities working with the educational visits coordinator. 
-This would also include monitoring, assessing, recording and reporting on pupil development and progress.
-Post holders employed on term time plus insets days only contracts, are not required to work during school holidays.

(For the purposes of the role we would consider supporting the applicant to do additional training such as forest school qualifications as required.)

-There will also be some in school lesson support. 

Support for Pupils
Under the direction of a qualified teacher:
-Establish productive working relationships with pupils acting as a role model and setting high expectations.
-Develop and implement pupil’s Individual Education/Behaviour/Support/Mentoring Plans and review progress.
Support for the Curriculum/Teaching and Learning 
Working in conjunction with SLT:
· Deliver learning activities to pupils within an agreed system of supervision, adjusting activities according to pupil responses/needs.
· Organise and manage appropriate learning environment and resources.
· Contribute to curriculum planning, evaluation and implementation.
· Use ICT effectively to support learning activities.
· Contribute to development of school policies and procedures by participation in working groups.
· The development, preparation and dissemination of appropriate materials.
· Determine the need for, prepare and use specialist equipment, plans and resources to support pupils.
· Monitor and evaluate pupil responses to learning activities using a range of assessment and monitoring strategies against pre-determined learning objectives.
· Within the schools’ discipline policy, apply behaviour management strategies and techniques to manage behaviour constructively and contribute to purposeful learning environment.
· Co-ordinate and organise pupils attending extra-curricular activities/work experience or other out of school activities (see footnote 1).
· Invigilate exams/tests within the school environment.

Support to School (this list is not exhaustive and should reflect the ethos of the school)
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
· Be involved in and contribute to whole school policy development.
· Assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Ensure all pupils have equal access to opportunities to learn and develop.
· Liaise effectively with teachers/parents/guardians, welfare officers, health visitors and other professional staff as part of the routine consultative process.
· Contribute to the overall ethos/work/aims of the school.
· Attend relevant meetings as required.
· Participate in training and other learning activities and performance development as required (see footnote 1). • Assist with the supervision of pupils out of lesson times, including before and after school and at lunchtimes.

Note 1: 
The content of this job description will be reviewed with the post holder on an annual basis in line with the School’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the grade must be discussed with the post holder and the relevant trade union before submitting for re-evaluation. 


	Person Specification - Higher Level Teaching Assistant 

	Essential Criteria 
	Measured By 

	 
 Experience 
· Three years’ experience of working to support children’s learning, gained in a relevant environment.

	AF/I

	 
 Qualifications/Training 
· Meet HLTA standards or equivalent qualification and experience.
· Excellent numeracy/literacy skills equivalent to NVQ Level 2 in English and Maths or recognised equivalent.
· NVQ Level 4 for Teaching Assistant (or recognised equivalent qualification).

	AF/I/PE

	 
 Knowledge/Skills 
· Full working knowledge of relevant policies/codes of practice including school performance management policies.
· A good understanding of curriculum matters and to be able to contribute effectively to curriculum development and delivery.
· Ability to plan effective actions for pupils at risk of underachieving.
· Have experience of, or demonstrate the ability to manage a team, including the monitoring, evaluation and prioritisation of others’ work.
· Effective use of ICT to support learning.
· Use of other equipment technology – video, photocopier.
· Well-developed interpersonal skills to be able to relate well to a wide range of people.
· Excellent communication skills.	
	AF/I/PE

	
 Behavioural Attributes 
· Builds personal relationships with stakeholders, through regular contact and consultation.
· Coaches and empowers team members to take responsibility.
· Understands the schools’ development plan and how it relates to team and individual objectives.
· Accepts, supports and quickly implements change.
· Identifies and promotes best practice and encourage the sharing of ideas.
· Proactively seek opportunities to increase job knowledge and understanding.
· Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members.
· Works with others to resolve differences of opinion and resolve conflict.
· Requires minimum supervision.
· Takes responsibility for own and team actions.
· Identifies and overcomes barriers and manage risks.
· Takes quick and effective action.
· Demonstrates focused implementation of role and responsibilities.
· Builds strong team ethos where everyone feels valued.
· Provides timely, sensitive and honest feedback on performance.
· Is accountable for own development and encourages the ownership of development needs amongst team members.

	AF/I


 
AF - Application form  	I - Interview 		PE – Practical Exercise
 
Note 1: 
In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include: 
 
· Motivation to work with children and young people. 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 
· Emotional resilience in working with challenging behaviours and 
· Attitudes to use of authority and maintaining discipline.  
 


13/04/2010                                                                             Page 1 of 4                          PROFILE - Finance & Data Assistant 
.doc 
13/04/2010                                                                             Page 1 of 4                          PROFILE - Finance & Data Assistant 
.doc 
Page 4 of 4                                                     PROFILE – HLTA 
image1.png
Manor Hall
Trust




